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Procedure
Please complete this form and submit it to your supervisor. If approved by your supervisor, it will be sent to the WU Research Ethics Committee.
	Full 
name (according to ID card) :
	

	Date:
	

	Research topics:
	

	Research questions:
	

	Population:
	

	Who are the respondents?
	

	How many focus groups:
	

	Number of respondents 
(approximately):
	

	Context:
	

	List of Questions for Focus Group:
	



Research Ethics Protocol[footnoteRef:2] [2: The IRB may waive the requirement for written consent, for example, if the research poses minimal risks and does not normally require written consent outside the research context (45 CFR 46.117(c)). However, the IRB will still require verbal consent.] 

Institutional Review and Approval
Researchers will not recruit participants, collect data, or begin other research activities involving participants before receiving written consent.
Voluntary Participation and Informed Consent
Before participants agree to participate, the researcher will explain:
1. objectives and scope of the research;
2. what the participants will do in the research;
3. how researchers will use and protect data;
4. that participation is completely voluntary;
5. that participants may withdraw at any time without giving a reason and without suffering any academic, employment, professional, personal or other loss;
6. that participants do not have to answer questions they do not wish to answer; and
7. that this research does not pose a greater risk than normal daily activities.
Researchers will obtain informed consent from each participant before commencing any research activities.
Protection against Coercion and Undue Influence
If the researcher has academic, supervisory, occupational, professional, or other authority over potential participants, the researcher will take additional steps to minimize the risk of coercion or undue influence:
· Where possible, an independent third party with no supervisory, teaching, assessment or other authority over prospective participants will manage the recruitment process.
· Researchers who have authority over potential participants will not pressure or personally encourage them to participate.
· Recruitment and informed consent materials will clearly state that the decision to participate, not participate, or withdraw will not affect the participant's academic standing, grades, assessments, employment, performance evaluations, career development, access to services, or relationship with the institution.
· Where possible, researchers will not know the identities of people who choose not to participate.
Confidentiality, De-identification, and Data Security
Researchers will protect participants' privacy and confidentiality throughout the research process. Researchers will:
1. collect and store research data using secure systems and devices that are accessible only to authorized members of the research team;
2. notify participants about audio or video recording before asking for their consent;
3. transfer the recordings as soon as possible to a secure, password-protected storage location;
4. removing names, student or employee numbers, and other information that could directly identify participants when transcribing and preparing data for analysis;
5. remove or make more general information about organizations, locations, courses, positions, or other details that could be used to identify participants;
6. store separately and securely any documents linking the participant code to the participant's identity, and destroy them when no longer needed;
7. securely and permanently delete the original recording after reviewing the transcript and when the recording is no longer needed, in accordance with the institution's data retention policies; and
8. ensure that the final dataset used for analysis does not contain information that could reasonably be used to identify participants.

In focus groups, researchers cannot guarantee that participants will maintain the confidentiality of information shared during the discussion. At the beginning of the session, researchers asked all participants not to share any information that could reveal the identity of other participants outside the discussion forum.
Reporting of Research Results
Researchers will protect participants' identities when reporting research results. If necessary, researchers will remove or alter potentially identifying details so that readers cannot reasonably identify participants or others.
Researchers will only include de-identified information in reports, theses, presentations, publications, or other forms of dissemination of research results.

[bookmark: PageNumWizard_FOOTER_Default_Page_Style1]3

[bookmark: PageNumWizard_FOOTER_Default_Page_Style1]3
